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Dates of Ser ies  
1972-date  I ABsm PAFEPlI? - LOCATOR/RECOVERY _- FILES 
What is the  function of t he  o f f i c e  i n  which t h i s  record s e r i e s  is  created? 

The Division of Administration is responsible for ah in i s t e r ing  and coordinating the 
supportive administrative and fiscal functions of the Department. 
planning and budget needs: overall  fiscal reporting and accounting services and 
persannel services. 

The function of the C h i l d  Support Recovery U n i t ,  in accopknce with the 1967 Social 
Security A c t  and the Georgia Child support Recovery A c t ,  is t o  locate deserting 
parents of children receiving public assistance, t o  secure comitment of child 
support frcm such parents; to  collect and disperse child support payrents and t o  
enforce the support obligation of the absent parent. 

0 .  

Included are fiscal 

. 

- - 
1. This f i l e  contains the  following documents (include form numbers and t i t l e s ,  i f  any, 

and f i l e  arrangement). 
Ikai&nts relating t o  locat ing absent parents of children receiving Public 

_, Assistance and to collecting-child support monies from - _ _  ._ 
.- - 

such parents. Fo. w 
Included m y  be: Child Support Refewal'(pr0viding ident i ty  of child,  ident i ty  of 

absent parent and chi ld  support information), 
Absent Parent Informtion (fur ther  ident i f ies  absent parent) ,@"M OCc'& 
Notification t o  absent parent of indebtedness to  the State, 
Questionnaire (financial  informtion furnished by &sen$ parent),&* m(i)- 
Child Support Payment Agreement,(Form O C ( i f -  916) 9 a 7  

Certification of Payment t o  Child Support Recovery Unit, and suppca5tinE 
papers * 

name of absent parent. 
F i l e  h arranged by Loeated P a t e n t s  ifnd Unldcated parents; thereunder a lphabet ical ly  by 

5 1 0 



13. Is t h i s  t he  Record Copy .of t h e  series? . [ x l  1 
14. Is there  a duplication of  ' t h i s  s e r i e s  i n  another o f f i ce  o r  agency? 

15. Is- the  i n f o h a t i o n  contained i n  t h i s  s e r i e s  ever summarized o r  published? 

16. Does the  s e r i e s  contain c l a s s i f i e d  information requir ing secur i ty  handling? 

17. Does the  s e r i e s ' ~ i n i t i a t e ,  mend o r  terminate agsncy po l i c i e s  and procedures? 

19. Is t he  s e r i e s  (o r  major port ion of it) regular ly  microfilmed? If yes ,  why? I 1x1 

20. Does the record s e r i e s  provide data as input t o  EDP f i l e ?  [ 1 [ X I  

21. Does the  record s e r i e s  contain documentation produced as EDP printout?  [ 1 [XI 
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Attach copy of sununary o r  publication. 
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~ . .  - 

18. Could the function , -  be I performed i f  t he  f i l e s  w&e l o s t  or , .  destroyed? , r  1 i.1 
. ) ,  - - 

22. Has the  Federal Government issued ins t ruc t ions  governing the  retention/dispo- . [ ] [x] 

23. W i i i  t h e r e  b e ' a  need f o r t h e s e  records 10,  15 years f r o m  now? I f  yes,  what? 

. . .  
. ,  . .- . . .. s i t i o n ,  of t hese  f i l e s ? .  . . . ,  

. .  ~~ 

~. , .  

,.i ' ., r - 7 -_  . 
' ,. [ X I  ] - . _ - ~  _I___. 

-~ - 
i 2 h .  REQUIREMNTS. The following requires the f i l e s  t o  be k e p t  1 years : 

8 .  [ ]STATE I b. [ASTATWE OF ; c. []AUDIT d. [ IFEDERAL~ e.  [ ]ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW - LIMITATION . - .; PERTOD - ' LAW '?. DECTS I O N  : ~ VALUE ' 

( C i t e  LCW, S t a t u t e ,  o r  other  reason for  t,he r c : t . e , * t i m  rcquiremt-nt) 
- .~ 

. .  
. .  . .  t.~. 

Experience's& t h i s  to de's~+table for reference p k s e s .  .. ~ ~ 

- _ _ _  __ - 
25. AGENCY E C O M N D A T I O N S .  T h i s  agency recommends tha t  the f i l e  s e r i e s  be cut of f  at the end 

of each -[]CALENDAR YEAR -[]FISCAL YEAR -MoTHER See attached sheet ,then : 

[ 1 Hoyd i n  t he  current f i les  area 
[ 1 .Transfer  to^ [ 1 :State,.Records Center ~[ , ]  Local Holding Area; hold 

' month(s)/ y e a r ( s ) :  
- year(  s )  : . , ~~i . .  - - , .  

[ I Destroy. . .?. ~ ~ r .  : 

[ 1 Destroy immediately a f t e r  cut-off. ~. 

[ ] Other: (Specify) ,' 

[ 1 Transfer t o  S ta t e  Archives fo r  permanent .. re tent ion.  . .  
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(Indica'tte br ie f l y  rationale f o r  recomnendations above/or w r i t e '  addi t ional  remarks) :~ . 
.~ 



Deparhnent of H m  Redources 
Child S u p p o r t  Recovery U n i t  
Application for Disposition Standard, dated February 1 2 ,  1975 

Exact  Series T i t l e  - - Absent Parent Locator?Recovery Fi les  

Item 25 Continued 

The Agency recamnends that the f i l e  series be cut off a t  the end of 
each: see below: 

; 

Unlocated Parent I- Files -- Upan determination that an absent parent cannat 
be located destmy a l l  papers at once. 
in which an absent parent is located, place all 
papers in the h a t e d  Parent/Recovery Fi les .  

In cases 

Located Parent/Recovey Fi les  -- Hold all papers while a child is  receiving 
public assistance; then when a child's 
eligibil i ty for public assistance is  
terminated for any reason place a l l  papers 
i n  me  inactive f i l e ;  cut off the 
inactive file at the end of each quarter: 
hold in the cuprent files area for '12 mnths; 
then destroy. 

--- ---- _ _ - - -  - - 

Agency Records kbmgemnt Officer 
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I Off i ce  of  Legal Serv ices ,  Child Support Recovery Unit  
Room 411-S 
47 T r i n i t y  Ave., A t l an ta ,  Ga. 30334 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  I R E C O R D  W I L L  C O N T I N U E  TO ACCUMULATE. N O  FURTHER A C C U M U L A T I O N  ANTICIPATE] 

8 . E a r l i e s t  ti 
Dates of  S e r i e s  

_ _ _ ~  fi- ABSENT PARENT LOCATORIRECOVERY FILES 

''*What is t h e  func t ion  of  t h e  off ice  i n  which t h i s  r eco rd  series is  c rea t ed?  
- 

The func t ion  of t h e  Child Support  Recovery Uni t ,  i n  accordance wi th  t h e  1967 Soc ia l  
Secur i ty  A c t  and t h e  Georgia Child Support Raco.very Act, i s  t o  l o c a t e  d e s e r t i n g  
pa ren t s  of  c h i l d r e n  r ece iv ing  publ ic  a s s i s t a n c e ,  t o  s ecu re  commitment of c h i l d  support  
from such pa ren t s ,  t o  c o l l e c t  and :di ,sperse  chi1,d supporf payme.nts and , t o  ,enfo,re fhe  . .  

support  o b l i g a t i o n  of  t h e  a b s e n t  parent .  

, ~ > , .~: ; i I. .. ,.. , . . r . .  
I 

....: " ,,- F C E C  , < b L 3 ~ ~ .  . ) .  ~, ,. ., .̂ 

.: , .  , . . .  - 
11 * m m - - t i t l e s ,  if any, 

and f i l e  arrangement) .  
Documents r e l a t i n g  to  t h e  l o c a t i o n  of  absent .  pe ren t s  o f . c h i l d r e n  r e c e i v i n g  Publ ic  

Ass is tance  and t o  the  c o l l e c t i o n  of c h i l d  support  monies from 
such parents .  

Included may be: Chi ld  Support R e f e r r a l  (provid ing  i d e n t i t y  of  c h i l d ,  i d e n t i t y  of  
absen t  pa'rent and c h i l d  support  in format ion) ,  
Absent Parent  Information ( f u r t h e r  i d e n t i f i e s  absent  pa ren t ) ,  
N o t i f i c a t i o n  to  a b s e n t  parent  of  indebtedness  t o  t h e  S t a t e ,  
Ques t ionnai re  ( f i n a n c i a l  information furn ished  by absen t  pa ren t ) ,  
Child Support Payment Agreement, 
C e r t i f i c a t i o n  of Payment t o  Chi ld  'Support Recovery Uni t ,  and suppor t ing  

. ,  papers. 
The f i l e  i s  ar ranged  a l p h a b e t i c a l l y  by a b s e n t  parent .  

I ATTACH SAMPLES OF THE FILE 
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i .  
.z 5 ,7t~:> i 

i :: 1 * q? 
15.  Is the information contained i h  t h i s  s e r i e s  ever suqmarized o r  published? " I [XI 

, .  Attach copy qf sunrmary or  publication. 
16.  Does the se r i e s  contain ' c lass i f ied  infom>ati.on requiring .s,ec&ty h,mdli,ng? , . [ ] ' [x] 
17. Does the seri.es i n i t i a t e ,  amend or  terminate agency pol ic ies  and procedures? - : ~  . [  ] ,'[XI 

. .  . , ,  , < 7  

. . .  . .  

I ,- . .  ., 

18. Could the function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? [ I [XI 

19 .  Is the  se r i e s  ( o r  major portion of i t )  regularly microfilmed? If yes,  why? 1 [XI 

20. Does the record se r i e s  provide data as  input t o  an EDP f i l e ?  [ 1 [XI 

21. Does the record se r i e s  contain documentation produced as EDP pr intout?  4 I [XI 

22. Has the Federal Government issued ins t ruc t ions  governing t h e  retention/dispo- . [  3 [XI 

23. W i l l  there- be d need f o r  these records .lo, 15  years from now? I f  yes ,  what?For 

r . . : : .  . I , . ,  s i t i o n  of these f i l e s ?  
. . . ,  . 

, .  
. .  

:[XI [ 1 -_____ ___ 
.?, , , . . ~ ~. 

. .  . -> 
duration of receipt o f  'public a'ssistancd 'by'dependent'ch'ild. . '' 

24.- REQUIREMENTS. The following requires the files t o  be k e p t  ye'ars : 

a. [ ]STATE b .  klSTATVTE OF c .  [ ]AUDIT d .  [ ]FEDERAL e .  MADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD L A W  D E C I S I O N  VALUE 

(C i t e  Law, S t a t u t e ,  o r  other reason f o r  the  r e t en t ion  requirement) 
So tha t  s t a t e  can i n s t i t u t e  proceeding against  parent for arrears .  

- __ -- - - 
25. AGENCY RECOMMENDmONS. This agency recommends tha t  the f i l e  s e r i e s  be cut off at the end 

of each - [ ] C A L E N D A R  YEAR -[]FISCAL YEAR -NOTHER S-P nt-p-t ,then : 

[ 1 Hold i n  the current f i l e s  area ' ', month(s)/ year(s): 
[ 1 Transfer t o  [ 1 S t a t e  Records Center [ ] Local Holding Area; hold , ~i ' y e a r ( s ) :  . . 
[ 1 Destroy. 4 .. . .  , r : 

[ 1 Transfer t o  State  Archives f o r  permanent retention. . 
[ J G s t r o y  inimeediately a f t e r '  cut-off:.'.: ! ~ . r :  . .  

r , .  ~, 

. .  

. .  
. . . .  . . : .  , .  

. .  r -  

I 

[ 1 Other: (Specify) 
y, . ? -  

. . .  . .  .~ . ~ ,  ,~ > : -  

~. . .  .. , . ,  . .  . .  
~1 , .  . 

_ I  , .  -.. . 
. .  

I .  . .  . . .  ., , 
. .  

( Indica te  b r i e f l y  ra t ionale  for  recononendations above/or wri'te addi t ional  remarks)  : 



Department of Human Resources t 
Child Support Recovery Unit  
Applicat ion f o r  Dispos i t ion  Standard,  da ted  Aug. 27, 1973 

Exact S e r i e s  T i t l e  - -  Absent Parent  Locator/Rekovery F i l e s  

Item 25 Continued 

The Agency recommends t h a t  t he  f i l e  s e r i e s  be c u t  o f f  a t  t he  end of 
each: see below: 

- Unlocated -- Parent  ~ F i l e b  - -  When a parent  i s  loca ted ,  p l ace  a l l  papers i n  the  
.h Located ParentlRecovery F i l e s ;  f o r  a l l  o t h e r s  

c u t  o f f  t h e  f i l e  a t  t he  end of  each ca lendar  yea r ;  
then hold i n  c u r r e n t  f i l e s  area 1 yea r ;  then des t roy .  

Located Ere_nt_/Wo.very Fi les .  -- Upon terminat ion of dependent c h i l d ' s  
e l i g i b i l i t y  f o r  Publ ic  Ass is tance ,  p lace  a l l  
papers  i n  the  i n a c t i v e  f i l e ;  then c u t  o f f  t he  
i n a c t i v e  f i l e  a t  t h e  end of  each ca lendar  year ;  
then hold i n  cu r ren t  f i l e s  area 1 yea r ;  then 
t r a n s f e r  t o  S t a t e  Records Center ,  hold f o r  
6 years ;  then des t roy .  

- Uncol lec tab le  Case F i l e s  - -  When a case i s  determined t o  be unco l l ec t ab le  
because of  dea th  o r  permanent d i s a b i l i t y  of  
absen t  parent  or because of  f a i l u r e  t o  e s t a b l i s h  
parenthood, remove from above f i l e s ,  place i n  
Uncol lec tab le  Case F i l e s ;  cu t  o f f  t he  f i l e  on 
1 Ju ly  1973 and every 6 months t h e r e a f t e r  and 
des t roy .  E a r l i e r  d e s t r u c t i o n  i s  author ized .  

Agency Records mnagement Of f i ce r  Agency HeadDesignee 


